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VACANCY ANNOUNCEMENT

LHRES 69-2015-CFAS HOUSING-
Announcement No SA(001)
BRAIIE: 43un 15

Closing Date

®17H:

Date of | ssue 29May 15

L YN
No. of
Recruitment

1EFES Job title (%#k Grade_ 4 /EEH¥EH/ LD 2)

Charge of Quarters Clerk, #404

RATIREL FRZEM  Acceptable trainee level: N/A 1%
X E=HR L] #EexR LI REZ®R L EER

Administrative  Blue Collar Trade Security Medical

2.ERBX Activity: CFAS Housing Programs Department, Unaccompaniedidgu
Division, UH Front Desk Section
) #53B AT working Place  Hirase-cho, Sasebo City

4. & & Area of Consideration (AOC)
X 1. 38 MLC/IHA it %8 (EBEXRM)
Current MLC/IHA Employee within Activity

X 1.3 MLC/IHA it %8 (REHEN)

Current MLC/IHA Employee in commuting distance
(] 1L IR MLC/IHA REEB(REBKRE)
Current MLC/IHA Employee Japan Wide

] 1Iv. 4+ &8 Off Base Applicant

Note: First consideration will be given to
suitable and qualified current MLC/IHA
employees o€CFAS and CNRJ.

3.EhFEREM work Schedule( 18 _40 BEREAHI hraw)
g7 H Work Days: Mon-Sun

) FEBERS - {KE8 Work Hours/Recess Period:
00:00~07:45/02:00~02:45 or 02:45~03:30

5. A D& Type of Employment
X MLC
] HA

X & A Permanent

L1 HPT

07:30~16:15/11:30~12:15 or 12:15~13:00
15:30~24:15/19:30~20:15 or 20:15~21:00

X] % & Night Shift X 5% Overtime  [X] 13k Business Travel

] BB Limited Term (__» A Months)

6.E A A Duties

Please see attached task list.

7. BREH. B EHE QualificationPhysical Requirements

a. Atleast one year of clerical, technical, omadstrative work experience in any field or contja of 4-years college/university in
any field.

b. Ability to speak, read and write English atrage proficiency level (LAD-2).

c. Skills in operating computer such as MS Worxtdt, and Outlook.

d. Knowledge of customer service concepts andtipesc

e. Ability to report for duty, 24 hours a day, wier or not public transportation is available.

Handicapped applicants may be accepted, dependittteadegree and kind of disability.

HEE N English Language Proficiency [ E % L None [_]#1#% Basic X #k Intermediate ] L #& Advanced [ E& D BE 11 Exceptional

¥ Educational Background See Block 7 ‘ % EFEE./f& T & License/Certificate Required 7/8 45 B8 See blocks 7 & 8

8iIRMTBHM Application and Associated Documents WO%"C’%“O”

X 223 A4k Application for Vacancy Announcement  (HROY Fotin
(] BAZET Japanese[X] #3&T English [_] £55T4% Eithen
X EMHEEFEE Resume of Specialized Work Experience (HROY Form)
(LEERLCEEET, Same language as abpve
XN REFENEBRBETHELTWLWDAE., [HKCEATIERE]
If you have any family/relatives who work at U.Sawy base/facility in Japan, “Questionnaire on Rede’
[ ]| BE 4 DE L Copy of GOJ Driver's License
[T/ SEBHENE L Copy of Certificate
X #EDEEHEIBATHHD (BEL) Anything to certify English Proficiency (Copy)
X 82 HIF ML, BHEOBESRS FH-KEES UV RIERHE (12em x 23. 5cm)
12cm x 23.5cm Envelope with Applicant’s Zip Codeldiess, Name and a 82 yen stamp (MPS is unacceptabl
X BABRELUNDEIE. EEH— KRU/SRAKR— F/EFED 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy




flLvEE 5k for Job Inquiries R % Office to Submit EHNEM For Official Use

@%i‘é‘ﬂﬂéﬁﬂé’l Activity POC: ? 857—00561&1*3‘1%HEEF5$EET PD No.: CFAS-N932FD-002
CFAS Housing Programs Departmerjt g #5844 it R £ #h R A AN B & E AR

Unaccompanied Housing Division, UHHirase-cho, Sasebo City PD is accurate and current.
Front Desk Section CNRJ, HRO Sasebo Satellite Office Certified by Activity: KH

B (N#R/Extension) 252-3342/6081 MLC/IHA Employment Branch, Bldg# PW47
(32 A+ IFf#] Customer Service Hours: 0800 — 1600) | HRO: (rcvd: 5/26) yh 5/26
B0956-50-3656,/3660 (DSN: 252-3656/3660)

S ERR B3 HRaA 5 Place to Apply for Off-base Applicants
et RSS2 E P e IR TTRGATHT 2-30  #ERS : 0956-34-8609
(31} 0900-1100, 1300-1600 Web Site: _http://www.hellokgo.jp/)
XA TA H Liad  (BERERESIEE 557 % R Web Site:_http://www.Imo.go.jp/recruitment/
Sasebo Public Employment Security Office “HELLO WIOR 2-30 Inari-cho, Sasebo
Phone: 0956-34-8609 (Service Hour: 0900-110004130D0 Web Site: http://www.hellowork.go.jp/)
On-line application request is possible. (Web gitgp://www.Imo.go.jp/recruitment/)

SRS A B SRR H 5k Place to Submit Applicationsfor Off-base Applicants

PRSTATHOE N BERR 5% 97 8 57 165 58 BREAE 1 R 35

T 857-0056 V= AR T MR 3 —1 (FEFE : 0956-23-7191 FAX : 0956-23-9229

SATHER] - PRl O WE~/F# 5F ; AEH~&MIEH (GRHZRR)

Labor Management Organization, Sasebo Branch:HBdke-cho, Sasebo (Phone: 0956-23-7191 FAN56-23-9229)
Open from 0900 to 1700 hours. Monday through Frigagept Holidays)

SHEEEZHIZLTORLMEEEZEORRIZE Y EFHA, Incomplete applications will not be considered.

RESINIEHEHEHIERL LEEA Submitted applications will not be returned.

BEMUIBA 1 6B(FRA4FMETT, EXA—ILP T 7Y IR TOREERIIZMTEEE A Applications must be received by the closing
date of the Vacancy Announcement by 1600 hour®(RM). Emailed and Faxed applications will nolseepted.

AEHACEEFZHET IHEEFERICLAVTTEIL, EFTHEIN-EERMKIIFELEF A, Please do not send applications
by registered mail to HRO. Registered mail seriRD will not be accepted.

HRO MEY (BMEFS PW-47) 1. EEAHAVOZAS>TADEIC AMESEERAOKREONFZELTHYFET . RESNDIZETEEHHD
YIY B D168 (F%4F)ETIZLTLIZELY, Job applications may be dropped in the desigridRdDrop Box” located on the right side in the firs
floor, main entrance of the HRO bldg. # PW-47, ated than 1600 hours (4:00 PM) by the closing date.

EEEFOERXIEUTO URL KYF D O—FTEET, RFOEERAMEIRELTZELY,  Forms for application are available for download
on our web site. Please submit update application.

(https://www.cnic.navy.mil/regions/cnrj/om/humansoerces/MLC_IHA HPT_Jobs/JN_Forms.html)

PRIVACY ACT STATEMENT {BEAIER{EEIZDOL\T

AUTHORITY: Executive Order 10450, 9397; and Jdga Concerning Protection of Personal Informatiamy(No. 57 of 2003).
ES RETERERS 10450, 9397 XU BAGE - EANERORECET HiERF (Ta1 5FEEEER+HES)
PRINCIPAL PURPOSES: To record Personal Informéticime purposes of executing the business operalithe U.S. Forces, Japan and protection f
human life, safety and property, NOTE: Recordbeibecurely maintained in either an electroniaper form.

FEW: ABDEm. B2, MEORELEBRFEOEBEOXTEZEME LT, BARREELHRKT 54,

R ERIEIETFER. L LJIETITHEIRESNET,

ROUTINE USES: To maintain Personal Data accuratiiiythe most up-to-date content to the extentssaogto achieve the stated Principal Purposes,
FIABR: TEMOERICLELR., R CEEGEANEREZHRT 4,

DISCLOSURE : Disclosure of this information is wairy; however, failure to provide the requestettimation may impede, delay or prevent further
processing of administrative actions.

15HET: EANFRORRIERETTD. BERSN-BEREZRBELGI ST-HE. TOROFHREDHIT. Bh. HDHUTHE
LRBREABYET,

Rev: 6-3-14



6. Duties:

1. Operates the Lodging Touch System (LTS) fockhr/out of customers, and telephone switchboardnicoming calls. Check
personnel in desiring billeting, reads and intetporders to determine the type of billet servicarge to be assessed. Collects
service charges from residents who receive roommdieg, housekeeping services, and collect roons kgpn check-out. Process
reservations received through phone calls, faxvan@-mail. Maintains a central locator file fagrponnel residing in the CBH and a
reservation log by the use of the LTS or hard abfiles.

2. Serves as a clerical assistant to the Bachslasing Manager/Officer compiling statistical infiesition and reports. Counts and
provides the daily in-house transient and permaresitlents for occupancy utilization report. Asiit CBH Manager/Officer in
planning and reserving quarters for large groupsgratial exercises.

3. Stamps orders certifying availability of quastand messing. Issues Certificate of Non-Non labdity (CNA) when rooms are
not available for transient customers.

4. Manages VHS/DVD movies and Internet Café remtal access for CBH transient residents. This deduotation of movies
available monthly. Provides information concernavgilability of recreational, shopping areas, fdacilities, hotels and domestic
service.

5. Reports maintenance problems to the PWD trocddledesk or to the CBH Maintenance Supervisooor@inates with the Room
Attendants about transient customers and permaesidients for room readiness.

6. Change surveillance video VCR tapes locatébdeaDuty Manager’s Office at Bldg. 151, and at Bl&ip4, Front Desk at 2400
hours daily. Be responsible for the security ofGHH properties.

7. Understands the concept of shift work schedhsidered Key and Essential personnel in tim&noérgency/Foul weather, i.e.
typhoons, snowstorms, earthquakes, and heightexeedity alert or Force Protection.

8. Performs other incidental duties as may begassi by CBH Officer.



